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'X» Detailed estimates of funds required by each Office for the 
fiscal year beginning 1 July 194-b 'and ending 30 June 1947’ are 1° 
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: fee xtra.i “fc S @ct t o jb hg ud ge t Office, Hoon 100, Coliseum, not later 
than 23 January ^ 


H I.AfJ '. 


2. -Estimates submitted in accordance with this directive mill be 
based °n the following assumptions; 


a» That personnel ceilings established by the War Manpower 
of the War Department will remain the sane throughout the 


■11 




’ i)» That . 50 /^ of the present armed service personnel will be re- 
placed by civilians; 


c. That procurement will be limited to the minimum, requirements ; 


M 


■ . : d* . That operations will continue to same extent as were carried 
on ill the 2d and 31 Quarters Fiscal Tear IQJG; 


. . .... yibc&j 
3 .s im. 


e« •liihlngton offices will include budget for their overseas 
Stations in that submitted by the respective branches. 
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3* An original and one copy of the estimates should be prepared 
afld submitted in accordance with the following instructions : 


. j; 
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ia» . Form . The estimates will be prepared on lettersize 
(8x10$ inches) sheets with one inch margin at the top and left side.. 
. Mater i a 1 will b e typ e d on the sheets lengthwise. 
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b. Statement of authorization from which the functions and 
activities of the Office are derived, (general Orders, etc.]. 

c. A statement of functions and activities. of the Office and 
a statement indicating the operating relationships between tne 
Office and other units- of the Strategic Services Unit^ano. between 
the Office and other departments and agencies of the federal aovern 

nent . 

d. - An organization chart clearly reflecting lines of authority 
and distribution of activities within the Office. 


Detailed justification of estimates. 

(l) Personal Services. 

033 Porn 1082, Revised, shall be used in preparing esti- 
mated personnel requirements. separate sheet shall oe 
used for each organizational unit within. each Office. A 
consolidated recapitulation for each Office shall be ore 
pared on a separate shoot. 

The foregoing statements on 033 Form 10o2, Revised, shall 
be preceded by a justification of the requirements of per- 
sonnel indicated on the Form. Reference snould be made 'to 
experience data oh production showing qualitative. (i.e» > 
information as to use of the product and inf ormation- as • 
to users and use of the product) and quantitative (i.e. , 
data regarding units of production capacity required/’ 
experience and anticipation. 

All personnel, whether Civil Service, toed Service. or 
Special Funds, shall be listed on the lorm with tneir 
operating titles in order oi authority within o.ne or^an 
izational unit. In addition to the- operating. title , . tne 
grade and salary shall also be stated for Civil Service^ 
employees; for military personnel only the military rani 
or rating; and for special funds employees tne annual 
salary without grade. 


Salaries stated on 033 Form 1032, uevi-sed, are to oe e A 
elusive of overtime. Estimates of requirements ioi 
specific types of employees, i.e., temporary , part time. 
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fication far the need of this class of employee eand for 
the number, indicating their functional relationship to 
the office urogram. 

. , y 

A s unply of 03S form 1082* Revised, may be obtained by 
calling the Budget Office, Extension 445- 

(2) Travel. 

Estimates for travel should include transportation costs, 
per diem or subsistence while in an authorized travel 
status., and other expenses incident to travel which arc to 
be paid by the Government either directly or by reimburse- 
ment to the traveler. 


Estimates should be made "for the cost of travel of civilian 
voucher od personnel only. There it is impractical to supply 
dollar estimates for travel, they should include references 
to points to which travel will be performed , purpose . of the 
travel, duration of the trip, -etc. Attached hereto is a 
listing of the cost of transportation by commercial^ acil~ 
ities between various points most often visited by o.o.L. 
personnel. Estimates for overseas travel should be includ- 
ed in the Washington budgets as follows: 

(a) For staff employees with headquarters in 
Washington, all costs for transportation 
and ner diem on a round trip basis. 


(b) For employees transferred to foreign field 
headquarters, cost of transportation and 
per diem up to the day of entrance on duty 
at the foreign base. 


Jr' 
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lost of transportation and 


ucr diem for employees officially 
stationed at foreign posts and that of employees trans- 
ferring from a foreign post oi duty to .ashington noad 
quarters should be included in tne estimates f or. travel 
submitted by or for the foreign posts. The justification 
should state the need for the anticipated travel ana tne 
class and number of employees who will perform tne travel. 
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( 3 ) Transportation of Things. 

Includes those charges for the transportation 01 things 
yjhich are raid or to he- paid directly "by the Government 
and not by the vendor, whether such- transportation oc by 
land, air or water.- It also includes charges for tne^care 
of such things while in the process of being transported. 

Costs involved in the transfer of materiel, supplies and- 
equipment Cr of Army materiel jto-be used or -issued inside 
the UnitecTotates will be included in the estimates of.tne 
Procurement and Sunply Office. It will be tnc responsi 
bility of rt liej'of f i ce'gt supply justification for trans- ^ 
portation costs incurred in the shipment and rosnipment 01 
[files-, documents, Photographs L co^uni cat ion equipmen , 
exposed film, and similan^ operating supplies and equipment 
in their individual budget estimates. 


( 4 ) 


Communion 


at ions T 


Includes the transmission of messages. from place to place, 
such as -'tolls for land telegraph service, marine cable 
service s radio and wireless telegraph service , telephone- 
service, postage and messenger service. It also includes 
■switchboard and service charges and telephone installation 

costs. 

Estimates for communications, generally, will be prepared 
by the Procurement and Jupply Office and the Jqnyiunieat 10ns 
Office. Estimates for special services , suca as fl oelecrypuon 
telemeter, direct wire, tie-line service, etc, , snail be 
prepared and justified by the office having' or desiring 

such servi' 


. j, a. ^ 

>q in their individual estimates. 


;ilities. 


(5) Rents and 

Tnplndos charges for rents as well as for heat , li{>^ , _ 
newer w-te r, %s, electricity, and other utility services 
exclusive of transportation and communication services. 


rvpaarTTP T P Wag 
1 jQ 1 x1 x a J — h-x 

Approved For Release 2001/07/27 : CIA-RDP79-00261A0001 00020046-0 



**.M*«'J* 1 


. Mm : | 




For Release 20(Wfi7l27 : CIA-RDP79-0d261A(f00i0002aQ44-0 EwM 

■■ ■wias-.v 1m 

; ' . * 5 " . 


t'j t . ’-fHg'.f fK*f: 


Kents and utilities estimates for all i office and warehouse 
Space now occupied by 3.3. U. in the \7ashington area will be 
prepared by the Procur orient and Supply Office with the 
exception of warehouse space for the Communications Office. 
Estimates for' additional office space' or warehouse facil- 
ities needed by the departmental offices should be prepared 
fend presented with the necessary justification. 


Estimates for rental or lease of training areas and- camps 
shall be prepared by the schools and training Office. 


(6) Printing and Binding. 

Includes all printing and binding of books, pamphlets , 
documents and other publications. ' Printed forms and letter- 
heads are also included under this group. 


Estimates for printing and binding of forms, stationery, 
and routine office supply items will fee made by the Pro- 


curement and 3upply Office. Special or unusual require- 
ments for printing and binding which pannot be handled by 
the Reproduction Office should be spt forth in detail by 
each office, indicating the type of publication, the 
estimated number of copies, the proposed distribution, and 
the cost of each publication. 


(7) Other Contractual Cervices. 


Requirements for procurement of special services and/or 
supplies and equipment combined shall be specifically stated 
accompanied by the appropriate justification. Estimates 
for maintenance and repair of office buildings and warehouse 
'facilities will be •submitted by the Procurement and Supply 
Office. for the 3.3. U. Estimates for maintenance , repair, 
and construction of camp buildings and equipment will be sub- 
mitted by -the schools and Training Office in consultation 
with Headquarters and Headquarters Detachment and the Pro- 
curement and Jupply Office. 


Estinfet e.s. for requirements of funds for special projects 
involving other Government agencies and/or outside concerns 
Shall be stated by specific project costs , identifying costs 
by object class in the same manner proscribed for the over- 
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(8) Supplies and Uaterials. 

Estimates for office supplies and materials will be pre^ 
pared by the Procurement and Supply Office, ustima-.es -or 
special supplies and materials peculiar .to tne operations 
of any one office till be reported and justified oy tuc 
office having suen special requirements. 

(9) Equipment. 

Estinates for office equi'paont will be prepared by the Pro- 
oureaent and Jupply Office. Estinates lor special equip 
meat- peculiar to the operations of an oif ice aus, oe re 
ported by that office with appropriate justmeaxion. 

(10) Special funds. 

Estimates for unvouchcred funds should he _ submitted and 
justified by object class of expenditure m-tne same 
manner as the estimates for voucher cd funds. 

4. Special attention should be given to the preparation of the 
justifications 'supporting the estimates for each-objective class 
of expenditure , emphasizing the essential factors and giving 
whenever possible specific, concrete, factual data. 

5. The Budget Office has a limited supply of a sample budget _ which 
may be used for the information and -guidance of those responsible 
for the formulation of the estimates. 
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BoTIIIATED mm C03T3 
■Honest ic Travel One W av 

Washington to East Coast Points 
New York to Boston 
Washington to Boston 


Pound Trip 

) 50.00 ^ 
40.00 ^ 
60.00 ^ 


Washington to liidwest Points 
Washington to West Coast 
Washington to New York 
Washington to Iliani 


Foreign 'Travel 





150.00 

1/ 

200.00 

y 

450.00 


15.00 

y 

40.00 

y 

60.00 

y 

130,00 

/ 


500.00 

1,000.00 

0 

0 

. 

0 

0 

1,000.00 

700.00 

t 

1,800.00 

1,000.00- . 

2,300.00 

1,200.00 

2,500.00 

1,500.00 

3,000.00 

. 750.00 

1,500.00 

475-00 

1,200.00 

1,200.00 

ro 

V# V- 

v_n 

0 

0 

• 

0 
. 0 

375.00 

750,00 


The travel estimates listed above arc estimated -averse costs and 
include transportation costs, P cr dim or subsistonccYhilc in 
an authorized travel status, and other expenses incident to travel 
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